S C Origiead ; -
A See N-215-A bt oriyml aqnaduses

APPLICATION FOR RECORDS RETENTION SCHEDULE OSPARTMENT OF AACI e oy STaTE

RECOALS MANAGEMENT DIVISION
lNSTFIUCTIONS See Pubhmon No. 76—AM—1 for instructions on oomplating this form. Forward signed original to
Department of Archives and History, ‘r'!ccmds Management Dnns:on, 330 Capitol Avenue, Atlanta, Georgia, 30334

~ Attention: Schaduling Section.

'

FOR AGENCY USE 1. Agency Addres K , FOR RECORDS MANMAGEMENT USE
Application Date ' - Department of Human Resources . { Application Number
: - Division of Physical Health -
3-30- 78 ‘Community Tuberculosis Control Unit -7 7— l 54 A :
i ' ) Date Received Dats Completed
A";')“’Pﬂ;“’}_h‘:m Bldg. 512, Northwest Ga. Regional Hosp. MAR 3 _ sPE 11 1978
8 | Rome, Ga. 30161 ' | 197 | KPR

2, Psrson to Contsct _ . ©_ Working Tite Telephone Number

Bonnie Green - : : Administrative Aide GIST 231-6169

3. Action Requestsd
8. XX Esmbusn Retention Schs-duh record will continue to accumulate. | o ,
b. O Dispose of presant accumulation; no further accumulation anticipated. -

- ¢ XX Amend Apolication No. m&ﬂa“ =£2" Chack Qna: I Change; ® Sugcedc, 0 Void

4. Dates of Series . 5. Recurds Series Title (followed by title used in office; if different)

Earliest - Latem . Tuberculosis Control Client Records .(see attached llst.lng)
1968 ] to date o ' o : :

8. Oivisian snd Offics Function - What is the function of the Division and the Ofﬁcs in which this record series is creat'aa?

The Division of Physical Health provides direction, coordination and advocacy for multifaceted
public health program responsive to changing disease patterns. To accomplish this purpose
Fhere are three major act1v1t1es of the Division involved in providing health services to the
citizens of Georgia; The Local Health Act1v1ty, the Family Health Activity and the Communlty
Health Activity. \

The Community Tubercu1051s'Cbntrol Unit is one facet of the Cbmmunlty Health Activity
whose function is the reduction of the incidence of tuberculosis infection through the treat-
ment of persons who are able to infect others, and through the preventive treatment of non-
infectious individuals who become infected. To accomplish these objectives, infected persons
must be identified and evaluated and given preventive treatment if indicated; and persons who
are suspected of having tuberculosis must be identified, evaluated and monitored to see if
there is, in fact, lnfectlon or disease present.

7. Rucord Series Duaumon This file contains the following dacuments {mcludc form numbers and titles, it any)
. Attach samplcs of the file. ‘ _

Documants relating to:

_ See Attached.
included are:

File is arranged:

8. Monthly Reference Rate - How often are records referred to which are:

One ta six months oid «: Saven to twalve months old

; Thirteen to twenty-four months old -
“twenty-five months and older

: - . R . . | R
9. Annual Rate of Accumulation of Records T ans ¥
Lettor-tize drawers ; Legal-size drawers ; Shelves : Other (soacity)

T AR~50m11; Rav, 78 o " (Qver} _ _ e —




ves | N0 | 10, Questionnairs ~ (Place an “X‘*in the proper coiumn) . .- . e . T

s s this the official capy of the series? ,
. lfnohwmfslt’ e :

b. Does the s.ﬂl: contain eonfidential mforrnatson requmng security handhnq? if yes, zite hw or regutanon

c. s thisa wtal record?

d Doses this series have historical or long term research value? . | ' o T

. When one or two documents in the file maks it nocessary to keep the entira file for a Iong pmod couid thcu

gnmmmm;mlvz _ ‘ _ i o

.g. ls the lnformanon cnntamcd in th:s suries ever mlvud and/or rocorded in a summarized n-port’ ‘

\ Attlch cnw or excert of lwu or nguhtiom. Explsin admimstrativo need,

if ves, stzach copy. SR

h. s there a duplication of this series in your offica, or in another off:aoragencv? R o _ 1

_ Hves where? . |

LJ:W&M&MRMMMMZ - e

L. Doss the record series rasult in 2 comauter printout? ' X e

1m. Hmmionﬂmhmﬂu , y Tmfolhwimrmlmﬂnmusmbekm ‘ _ . } '

o Sutslew ; years, . .d. Auditperiod T i oieae YEBTS,

b Stmmoﬁ!mmﬁun - —— YRS, e, Administrative need e L YOOTS,
e F!dltl”lw _ _yesrs, B X Federalm:ntianinstrucdm i it YOS,

1= Apmﬂd thu;i_ﬂoﬂ lmeﬂom Thns agancy recomrmnds that the file series be cut off at lhe md of uch

D Hold in the current fil’c; area
£ Transfer to tocal holding area; hold __...___......year(s) then

O Trandoer to Stau Flocurds Canttr, hold _,.vear(s) then
" O Destroy,
O Transfar to Sma Archives for purmanent m:antxon.
(] Othw (Sp«h'y! - !

Thess instructions apply to all prior and future accumulations of the series,

DCalmdaran.E]FnsalYm,ElOther e then,

month (s} year{s); then

Agency Hesd/Deslanes (Signaturs) | Date Records Management Officar. TSgmstorsl 1~ dam—

;5,,;.,,_,,.,.;__;;4%‘%_3/% s /ol A Dol M"Q\m@ 33018

Recommendations in para- [~ o I -~
graph 12 are approvad. T State Audiswlbuignéz L’"@——-«( | o ?\1‘"7"7( :

{If disspproved, attach letter _
of expianation.) ' . Sccrewyé &uioeﬂgm @ MA%M ' 7"_" 7 - 7@

_____ Stats Records Committes !chwm} ~ Date

AnpmJ;Go’nmlknwgn_u % m&( | )

Lr:‘-!ﬁ“: Aev. 76 " .L' I 7 T 7 fﬁm&n-}'



77— 215-A

Tuberculosis Control X—RayﬁScreenlng
Files

Documents relating to determining 1f ‘

persons screened in an X-ray Clinic
are infected or diseased with tuber—
culosis.

Included are X-ray films from County
X-~ray Clinics and private physicians.

Files are arranged within two sec-
tions, positive and negative, there-
under by patient identifier.

77 ~214- A
Tug:rculosi:45uspect Files

" Documents relating to identifying
and locating persons suspected of
being infected with tuberdulosis.

Included are Basic TB Service Record
PD 5.3} Interstate Reciprocal Noti-
fication of Disease (NCDC- HEW, HSM
4.337); TB Culture Identification;
Weekly Laboratory Infectious Agent

Report (3082); reference type mater1a1
including correspondence, physician’s -

memoranda and notes and similar and *
related information.

Files are arranged within two sectiOns,'

thereunder alphabetically by name.

77 12- B

Negative - Cut off file at the end of the
calendar year; hold in current files area 3
years; then destroy.

Positive - Upon declaration the patient is
inactive, place X-ray in the inactive file,
hold 7 years in current files area then
transfer to State Records CEnter. hoid 8
years then destroy.

X-rays to be.recycled aécording to current
State guidelines.

Basic TB Service Record

Negative — Upon receipt of negative test
results, place document in negative results
area, cut off file at the end of each calendar
year; hold in current flles area 3 years, then
destroy .

Positive — Upon receipt of positive test
results, place document in positive results
area, cut off file at the end of the calendar
year, hold in current files area 7 years;
then destroy. :

Interstate Recigfocal_ﬂbtificatian of Disease
Cut ~off file at the end of the calendar Yyear.,

hold in current files area 3 years; then destroy

TB Culture Identification

* Positive = Place in TB Case File

Negative - Upon receipt of negative test results:

place document in negative results area, cut—-off’
" file at the end of each calendar year; hold in
current files area 3 years; then destroy.

Weekly Laboratory Infectious Agent Report -
Destroy when no longer needed for reference.

Tuberculosis Contact Files
Documents relating to identifying
. contacts to diagnosed cases of in-

fectious tuberculosis.

Included are TB Interviewer's Sheet
(DD 5.10); Preventive Treatnent
Roster and similar and related
information. '

Tuberculosis Interviewer's Sheet -
Destroy when’/computer report is verified.

Preventive Treatment Roster

Cut-off file at the end of the fiscal year;
hold in current files area 5 years; then
destroy.
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V' 77-15u-A s

Tuberculosis Control Program Manage-
ment Evaluation Files ‘
Documents relating to evaluating pro-
gram effectiveness with a view to mak-
ing program improvements. Included
are: forms prescribed by United :
States Department of Health, Education,
and Welfare, Public Health Service,
Center for Disease Control, Bureau

of State Services, Tuberculosis
Control Division: CDC 5.62 (Summary
Report - Indices of Drug Therapyl;

* CDC 5.61 (Summary Report - Index

of Bactericlogic Conversion of Sputum);

.CDC 5.63 (Summary Report - Completion of

-

Prevention Treatment); CDC 5.4018-5
{Tuberculosis Program Management Re-
port - Contact and Other Infected
Persons Under Supervision):; CDC
5.4018.1 (Tuberculosis Program
Managment Report - Case Register); .
and CDC 5.1393 (Annual Tuberculosis
Statistical Summary). The file is

- arranged by fiscal year.

Cut-off file at the end of the fiscal year;
hold in current files area 5 years; then retire
to State Archives for permanent retention.




T —

QFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE

- - 1. ‘b"e"“"’f ﬂgﬁ‘é’ of Human Resoutcas for-, AECORDS MANAGEMENT USE
Application Date ‘ Division of Physical Realth Application Number

5/24/77 " Community Tuberculosis Control Unit '7 '7 -} Sl.l
Appiication Number gigg. (5;21} lggrl.'ggwest Ga. Regional Hosp. Sate Fecened 5 ?ﬁﬁ"mf’" -

DIR-146 MAY 27 1977 2 1’m
2, Person to Contact Working Title © Tef N

Carl J. Schieffelbein Public Health Representative CrLPheg Nuppse

3. Action Requested » -

a8, EX Estanusn Retention Schedule; record will continue to accumulate.

b. O Dispose of presant accumulation; na further accumulation anticipated.

c. [0 Amend Application No, _Check One: O Change; O Supercede: O Void
4, Dates of Series : 5. Records Series Title (followed by title used in office; if different)
Earliest . Latest '
1963 | To date Tuberculosis Control Program Management Evaluation Files
6. Division and Office Function What is the function of the Division and the Office in which this record serie t d?

The Division of Physical Health provides direction, coor ‘ﬁination and gvo::asogr for a multi-

faceted public health program responsive to changing disease patterns. To accomplish this pur-
pose there are three major activities of the Division involved in providing health services to
the citizens of Georgia: The Local Health Activity, the Family Health Activity and the Commun-
ity Health Activity.

major function is the reduction of the incidence of tuberculosis infection through the treat-
ment of persons who are able to infect others, and through the preventive treatment of non-
infectious individuals who become infected. To accomplish these objectives, infected persons
must be identified and treated; the persons who come in contact with infected people must be
identified and evaluated and given preventive treatment if indicated; and persons who are
suspected of having tuberculosis must be identified, evaluated and monitored to see i1f there
| ig, in fact, infection or disease present.

7. Record Series Description This file contains the following documents (mclude form numbers and titles, If any):
Attach samples of the file.

Documents relating to:  Evaluating program effectiveness with a view to making program improvement.

Included are: Forms preseribed by U.S. Department of Health, Education and Welfare,

. Public Health Service, Center for Disease Control, Bureau of State Serviceg,
Tuberculosis Control Division.
CDC 5.61 - Summary Report — Index of Bacteriologic Conversion of Sputum.
CDC 5.62 -~ Summary Report - Indices of Drug Therapy.
CDC 5.63 - Summary Report - Completion of Prevention Treatment.

. CDC 5.4018-5 - Tuberculosis Program Management Report - Contact and Other

Infected Persons Under Supervisien..

CDC 5.4018-1 - Tuberculosis Program Management Report - Case Register.
CDC 5.1393 - Annual Tuberculosis Statistical Summary.

File is arranged: By fiscal year with the exception of the Annual Tuberculosis Statistical
Summary (Form CDC 5.1393) which is arranged by calendar year.

8. Monthly Reference Rate How often are records referred to which are:
One to six months old 1/mo. Seven to twelve months old 1/mo. ; Thirteen to twenty-four months old llqo. ;
twenty- f ve monthsandolder__—7 7™ I7yr.

9. Annual Rate of Accumulation of Rerords
Letter-size drawers : Leyal-size drawers ; Othet 4 linear inches per

; Shelves fyl ~yenr

AR-50-71; Rev, 78 {Owver)

The Community Tuberculosis Control Unit is one facet of the Community Health Activity whos*e

/i
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A o

vEs | NO | 10. Questionnaire __{Place an X" in the proper column} S A
a. - = this the official copy of the series? v : ' f '

X If not, whera is it? ' !
X b« Does the serias contain confidential information requiring security handling? If yes, cite law or regulation.

X c. ls this a vital record? _

X d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these

X documents be scheduled separately?

g s mamformmwmmw_wumeh cOpY,

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X If ves, attach copy, CDC analyses and summarizeg na ally,

h. Is there a duplication of this series in your office, or in another office or agency?

X If ves, where? CDC maintains a file copy of what we submit for 5 years,

X | _i. ls this series for 2 maior portion of it! reqularly microfilmed?

X i.Does the record series rasult in a computer printeut?

11. Retention Requiraments The following requires the series to be kept
a, State Law - years. d. Audit period years.
b. Statute of limitation years. e. Administrative need years,
¢. Federal law - ' years, f. Federal retention instructions years,

t

Attach copy or excerpt of laws or regulations. Explain administrative need. CDC (per Ms. Sara Owens) states that
CDC considers their coples of these reports as regource records. They retain the forms 5
years after the data is updated in the CDC computer.

12. Aporoved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

B Calendar Year; & Fiscal year; O Other ' then,
£X Hold in the current files area ____ ____ Tonth(s) — 3 year(s); then
X Transfer to local holding area, hold ___C_ ____vyear(s); then

O Transfer to State Records Center; hold . year(s); then
HDestroy evweapt
e} Transfer to State Archives for permanent retention.
. I8 Other (Specify)
Annual Tuberculosis Statistical Smmhary (Form CDC 5.1393) - cut off file at end of

"each calendar-year; hold in ¢urrent #1les area 5 years; then +ransfer to loca!
holdlng area; hold 20 years; then des+roy

Thesa mstruct:ons apply to all prior and future accumulations of the ser
th&z@ @M o 5-25-11

ency Head/Designes {Signature) Date ‘ Ramrds MaJement Officer (Signature) Date
N7 x‘%v% 3/_f/ /7] ]éﬂa—;&_}# 'léoee-t_y/ £/ Z A
- State Records ittes (Signature) Date
Recommendations in para- . :
graph 12 are approved. Statea\u itor/Designee M"?A
(If disapproved, attach letter - & - \“-": :
of explanation.) Secretaryf te/Designes é =177 Z
Attorney General/Designee ik ZEZZ 7 ,/ﬁl/ W é ~ W) 7

AR-850—71: Rev, 76 ' A




